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1. Managing Licenses and Permits

1.1 File an Online Application

Note: The steps, screens, and requirements for filing an application vary based on the specific
license or permit. The screen below show a representative example of the types of screens a
user will advance through.

1.1.1 File a First Time Application for Permit or License
1. From the elicensing and ePermitting Portal Home Page, click the Manage Licenses &
Permits tab

An Official website of the Commonwealth of Massachusetts

eLicensing and ePermitting Portal

ents | Logged in as:Grant Kieffer | [| Accessibility Support

happy to assist you.

Home Manage Licenses & Permits File & Track Complaints

The Manage Licenses & Permits page will open.

3. Click File an Online Application, from the Manage Licenses & Permits bar.

Home Manage Licenses & Permits File & Track Complaints

File an Online Applicationj Manage My Licenses & Permits

Online Applications and Record Authorization Form

The Online Applications and Record Authorization Form will open
5. Review the terms. Select the "l have read and accepted the above terms" checkboxand
click Continue
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Home Manage Licenses & Permits File & Track Complaints

File an Online Application | Manage My Licenses & Permits

Online Applications and Record Authorization Form

Welcome to the Commonwealth of Massachusetts eLicensing and ePermitting portal.
In order to continue, you must review and accept the terms outlined as set forth
below. Click the "Continue" button in order to proceed with the online submission

process.

In order to perform licensing and permitting transactions online, you were required

IRITHES

to register for the eLicensing and ePermitting Portal. All registered users of the

eLicensing and ePermitting Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts eLicensing and ePermitting Portal is
subject to federal and state laws, which may be amended from time to time,
including laws governing unauthorized access to computer systems. Online
inquiries and transactions create electronic records that in some instances might be

Almrlnmm~ Abn thivd mnarbinm misrmiinn #ha thn nokhlin rmmncds ain o ar abbhar Iaoe

| Continue

6. The elLicensing and ePermitting Online Services page will open
7. Expand the Alcoholic Beverages Control Commission menu by clicking the arrow; select
the appropriate radio button for the application license. Click Continue to begin

application.

‘ elLicensing and ePermitting Online Services ‘

New Applicants and Consumers:
The Commonwealth of Massachusetts eLicensing and ePermitting portal provides the ability to file applications for licensure & permits and

submit complaints. From the listing below, please select the service you would like to use and click the continue button.

Existing Licensees or Permit Holders:
You may use the "Manage Licenses & Permits” tab to renew or amend a license or permit. NOTE: The Division of Professional Licensure's

"License Amendment” service below can be used to update information, such as a mailing address, across multiple licenses.

If your license or permit is not listed under the "Manage Licenses & Permits” tab, please select the "Link your online account to an existing
record” option found under the "Massachusetts eLicensing and ePermitting Portal” section below. You will be prompted for a "record
identification code” and "authorization code.” This information was provided to you on your renewal notice or other recent communication

from the Agency.

? Search

» Massachusetts eLicensing and ePermitting Portal
> Alcoholic Beverages Control Commission
¥ Division of Professional Licensure

7 Sheet Metal Apprentice Application

") Sheet Metal Business Application

7 Sheet Metal Instructor Application

~) Sheet Metal Journeyperson Application

) Sheet Metal Master Application

7 Sheet Metal Permit Application

") Sheet Metal School Application

7 Veterinary Medicine Application

7 License Amendment

“) Application for Complaint

8. The selected license application form will open to the Contact Information tab. Eitherclick
Select from Account to use an existing contact or Add New to provide separate contact

information.
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Home Manage Licenses & Permits File & Track Complaints

File an Online Application | Manage My Licenses & Permits

Airline Master License Application

1 g:fxltl;iﬁn?n 2 Application Details 3 Documents 4 Attestation b Review 6 T

Step 1:Business & Contact Info > Contacts

Please note: You will be able to review and edit all Application information on the "Review” tab before it is submitted to the
ABCC.

* indicates a required field.

Applicant

Please enter the Contact Information in the Applicant Section. This contact is responsible for this Application.

They must have the authority to sign the application or in cerfain circumstances on behalf of the Licensee or Applicant (pleasze refer to the Agency for more
Information).

To add new contacts, click "Add New” button. To edit the information, click the "Edit” link.

Select from Account

Business

Please enter the Licensee or Applicant Information in the Business Section.
If you are not a Certificate of Compliance Applicant, Shipping Address information is not required.
To add new contacts, click "Add New” button. To edit the information, click the "Edit" link.

Add New

o
Continue » Save and resume Iater:gJ
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9. The Contact Information window will open. Complete the section by enteringinformation

in the required fields and radio buttons. The required fields are denoted by an asterisk.

Contact Information X
Salutation: *First Name: Middle Name: “Last Name: Suffix: e
Mr. [=]  3chn Doe
Title: * SSN: *Date of Birth:
123-45-5723 01/01/1260 i
*Primary Phone: * Preferred Communication:
Email
Alternate Phone: *Email:
john.doe@gmail.com

Fax Number:
Mobile Phone: | 5
[F] Contractual [ Director [F] Landlord [F] LLC Manager
[F] LLC Member Management/ Operating Agreement [ Officer
] Partner [[] Revenue Sharing [ Sole Proprietor [ Stockholder
[ Other
*Massachusetts Resident:
® Yes @ No
OTHER BENEFICIAL INTEREST
List any direct or indirect, beneficial or financial interest in any other Massachusetts Alcoholic Beverages License(s)?
Showing 0-0 of 0

ABCC License Number Type of Interest (choose primary function) Percentage of Interest License Status e

10. Select Add Contact Address to provide a business or mailing address.

W Contact Addresses

| Add Contact Address

To edit a contact address, click the address link.

Showing 0-0 of O

Address Type
Mo records found.

Recipient Address

I Discard Changes

Save and Close J | Clear

11. The Contact Address Information tab will open. Complete the section by entering
information in the required fields. The required fields are denoted by an asterisk. Click Save

and Close to continue.
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Contact Address Information

* Address Type: * Country:
E N~ | United States [ 7]
Street Number: * Address Line 1:

Address Line 2:

Address Line 3:

City:* State:* ZIP Code: *
Recipient:
Save and Close I Save and Add Another I Clear I Discard Changes

12. You will be taken to the Matching Address Results tab. This displays the registered USPS

mailing addresses which match the entered information. Select the appropriate address and
click Select.
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Matching Address Results X

W Contact Addresses

Showing 1-6 of 6
Street Name Address Line 1 Address Line 2 Address Line 3 Co

Lestect J stae

13. You will be returned to the Contact Information form, click Save and Close to continue.

14. You will be returned to the Contact Information tab, click Continue Application.

15. The Application Information>VALOR Act tab will open. Select your Military Statusfrom
dropdown menu, click Continue Application.

Home Manage Licenses & Permits File & Track Complaints
File an Online Application | Manage My Licenses & Permits

Sheet Metal Journeyperson Application

1 2 Application
fi Information

Step 2: Application Information>VALOR Act

The D 1L DPL) ctive duty member

ources Act (VALOR Act)

individuals

fees charge

nber of the military, military spouse, or veteran, by

ound at http:/swwww.mass gov/ocabr/government/oca-agencies/dpl-lp/info-and-

services/valor-act-info html and other requested doc nd applicable application materials

ndicates a required field.
Military Status
MILITARY STATUS

* Military Status: N/A [~]

Continue Application » [ Save and resume later: :

16. The Application Information>Background Questions tab will open. Content of this tab will
be based upon selected license. Complete the section by entering information in the
required fields and radio buttons. The required fields are denoted by an asterisk. Click
Continue Application to continue.

17. The Application Information>Licenses in Other States tab will open. Complete thesection
by adding rows as need. A license in another state is not required to continue application.
Click Continue Application to continue.
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18. Documentation tab will open; complete the section by uploading anysupporting
documentation. Upload documentation by clicking Add.

Sheet Metal Journeyperson Application

Step 3: Documentation > Documentation

ndicates a required field.
Documentation
he maximum file size allowed is 10 MB.

Name Type Size Latest Update Action

Continue Application » Save and resume later: [}

19. Window will appear allowing selection of upload file. Once file is selected, file will
automatically be uploaded. Select a file Type and enter a Description for uploaded file, click
Save.

Note: Interface for uploading files will vary based upon operating system.

20. You will receive a confirmation message; uploaded document will appear below. Click

Continue Application to continue.

Home Manage Licenses & Permits File & Track Complaints
File an Online Application | Manage My Licenses & Permits

~ The attachment{s) has/have been successfully uploaded.
v It may take a few minutes before changes are reflected.

Sheet Metal Journeyperson Application

Step 3:Doci ion > Doc
ndicates a required field.

Documentation
The maximu

Name Latest Update Action

ToDo 3 bytes 01/07/2015 Actions ¥

Add
Continue Application » ‘ Save and resume later: [™]

21. The E-Signature tab will open. Review the agreement, select the “l agree” checkboxand
enter name into the My full name field. Click Continue Application to continue.
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Home Manage Licenses & Permits File & Track Complaints
File an Online Application | Manage Licenses & Permits

Sheet Metal Journeyperson Application

Step 4: E-Signature > E-Signature

1) 2¢

Please read the following statement carefully, then acknowledge that you have read and approved it by providing the
information requested at the bottom of the page. Please note that an eSignature is the electronic equivalent of a hand-written
signature.

I certify, under the pains and penalties of perjury, that the information I have provided pursuant to this
application for licensure is truthful and accurate. I further certify that I have had the opportunity to review and
correct the information provided in this application. I understand that any misrepresentation or omission of
information contained in this application may be grounds for the Board to deny the application or to suspend or
revoke a license issued to me.

I further attest that, pursuant to M.G.L. ¢ 62, §49A, to the best of my knowledge and belief, I have complied with
all laws of the Commonwealth relating to taxes, reporting of employees and contractors, and withholding and
remitting of child support.

Do Not E-Sign Until You Have Read The Above Statement.

By my eSignature below, I certify that I have read, fully understand, and accept all terms of the foregoing statement. I make
my eSignature by completing the fields below.

* indicates a required field.

E-Signature

ELECTRONIC SIGNATURE

| agree: *

My full name: *

Continue Application » Save and resume later: [™

22. Review tab will open. Review information and make any edits by selecting Edit foreach

section. Click Continue Application to continue.
Sheet Metal Journeyperson Application

: m Rl s

entation v‘ 4 E-Signatur
L

‘1 | 2 i3"'j

Step 5: Review

Continue Application » Save and resume later: G i
|

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

‘ Record Type ‘

Sheet Metal Journeyperson Application

‘ Applicant Edit_| ‘

Mr. John Doe Email:johndoe@johndoe.com
of Birth:01/01/1900
*-6789

Preferred Communication:Email

. Has disciplinary action been taken against you by a licensing board in any jurisdiction?: No
. Are you the subject of pending disciplinary action by a licensing board in any jurisdiction?: No
. Have you voluntarily surrendered a professional license to a licensing board in any jurisdiction?: No

. Have you been convicted of a felony or misdemeanor in any jurisdiction?: No

1

2

3

4. Have you ever applied for and been denied a professional license in any jurisdiction?: No
5

6. Have you been charged with a crime which was Continued Without a Finding (CWOF)?2: No
7

. Have you been charged with a crime for which you admitted to sufficiency of facts?: No

=

23. Pay Fees tab will open. Review fees and click Continue Application.
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Sheet Metal Journeyperson Application

4

Step 6: Pay Fees

Listed below

and the e"C

th's payment s

wea red payment inform

Application Fees

Fees Qty. Amount

Joumeyperson Sheet Metal Worker

TOTAL FEES

Note: This does not include additional inspection fees which may be assessed later.
$155.00

Continue Application »

24. E-Pay page will open. You will be prompted to enter payment information. Click Submit

Payment to continue.

25. Record Issuance tab will open with confirmation message “Successfully Completed.”

Home Manage Licenses & Permits File & Track Complaints

File an Online Application | Manage My Licenses & Permits

Sheet Metal Journeyperson Application

1)2)3 4

Step 7:Record Issuance
Receipt

T Record Issuance

Successfully Completed.
M)

DPL
2015-000038-5M- Sheet Metal Journeyperson
JRA Application
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